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Introduction 
The virus is thought to spread mainly from person-to-person.  

• Between people who are in close contact with one another (within about 6 feet). 
• Through respiratory droplets produced when an infected person coughs, sneezes or talks. 
• These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled into the lungs. 
• Recent studies have suggested that COVID-19 may be spread by people who are not showing symptoms. 

Knowing these facts, TLC Development Centers have implemented many new safety measures for families, children, and 
teachers to follow so that we do our part in reducing the spread and keeping everyone as healthy as possible. 

Physical Distancing Strategies 

Based on recommendations from the CDC, NM Department of Health, the World Health Organization and CYFD 
Licensing, TLC DEVELOPMENT CENTERS will follow physical distancing strategies to include: 
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• Classrooms will include the same group of children each day, and the same teacher(s) will remain with the same 
group each day.  Groups will not combine or move between classrooms. 

• No more than one group will be allowed to occupy the playground at any given time.  There is to be a minimum 
of 20 minutes between each group to allow the equipment to be ‘sanitized’ by the sunlight. 

• Arrival and drop off times will be staggered to avoid groups of people gathering at the entrance. 
• Parents and visitors will not be allowed into the centers during the health crisis.  
• Family style dining is suspended during the health crisis.   

o Children’s plates will be made by teachers and children will be seated as far apart as possible while still 
allowing for appropriate meal service and conversation.   

o Only disposable service items (plates, cups, forks, spoons, etc) and utensils should be used. 
• All sensory play is suspended until further notice. 
• Cots / mats / cribs will be placed 6 feet apart when possible.  If not possible, children will be placed to sleep 

head to toe. 
• Children will not share art materials.  Each child will be provided their own supply box/bag that contains 

markers, pencils, crayons, glue, scissors, etc. 
• All field trips, holiday events, and special performances are cancelled until further notice. 

Steps to Take If a Child, Parent or Staff Member Develops COVID-19 Symptoms 
• Staff or children with a fever (100.1 F or higher), cough, or shortness of breath or at least two of the following 

symptoms will be excluded from the center until diagnosis: 
o Fever 
o Chills 
o Repeated shaking with chills 
o Muscle pain 
o Headache 
o Sore throat 
o New loss of taste or smell 

• Children or staff with household members who are known to have COVID-19 (or who have come into contact 
with a positive case) will also be excluded from the center for a minimum of 14 days.  This period will be 
prolonged if the child or staff member develops symptoms.  

• If a child or staff member develops symptoms while at the center, they are to be immediately separated from 
the well people until the ill person can leave the facility.  First call emergency contacts, then call the DOH 
Coronavirus Hotline at 1-855-600-3453. 

• Children and staff who have been sent home due to symptoms must be tested for COVID-19.  If a test is refused, 
they may not return to the facility for a minimum of 14 days 

Positive Case of Covid-19 Within a Center 
• Employees and parents are required to notify the center immediately if there is a positive COVID-19 test result 

within their household or workplace.   
• If we are notified of a positive COVID-19 test result for ANY parent, child, employee, or anyone they live with, 

immediately contact the NMDOH epidemiologist at 505-827-0006 with pertinent information.   
• Centers with a confirmed case of COVID-19 WILL BE CLOSED.   

o The center should immediately air out the facility for 24 hours and then follow the ‘Cleaning Facility 
after Exposure’ guidance. 

o Symptom free children and staff may not attend another center for 14 days or until documentation of a 
negative test result is received. 

o The duration of the closure will be at the discretion of NM DOH and CYFD Licensing. 
• All parents will be notified immediately and asked to come pick up their children if any are on site. 
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• All employees who have been in the facility within the last 14 days will be notified immediately. 
• The identity of the individual who tested positive WILL REMAIN CONFIDENTIAL TO ABSOLUTELY 

EVERYONE unless that individual SPECIFICALLY REQUESTS that we inform those potentially infected. 
• The facility will close for 24 hours from the time the last person leaves the building.  

o Prior to the last person leaving, the windows should be opened, and HVAC systems turned to 
‘off’ and fans turned to ‘on’.  Call upper management for further guidance in the moment.  
Many factors could change this procedure. 

• After 24 hours, employees who are not experiencing symptoms will be asked to report for cleaning 
and sanitizing.   

  

Cleaning Facility After Exposure 

• If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to disinfection. 
• For disinfection, diluted household bleach solutions, or EPA-registered disinfectants are to be used. 
• Diluted household bleach solutions should be used on ‘bleach safe surfaces’ only.   

o NEVER mix bleach with ANYTHING other than WATER 
o NEVER use bleach solution in COMBINATION with another cleaner or disinfectant – use one or the 

other! 
o Check the bleach container for an expiration date. Be sure it is not expired. 

• Bleach solution must contain  
o 5 Tablespoons (1/3 cup) bleach per gallon of water   
o 4 teaspoons bleach per quart of water (classroom spray bottles are a quart) 

• Employees are to wear disposable gloves and gowns for all tasks in the cleaning process, including handling 
trash. 

• Gloves and gowns should be removed carefully to avoid contamination of the wearer and the surrounding area.  
Be sure to wash hands after removing gloves. 

• Gloves should be removed after cleaning a room or area occupied by ill persons.   
• Call NM DOH COVID-19 hotline at 1-833-551-0518 for further guidance on disinfection and cleaning after 

exposure. 

Children/Staff who have had close contact with a person with symptoms or diagnosed with COVID-19 

• Children who have symptoms should stay home  
• Employees who have symptoms (i.e., fever, cough, or shortness of breath) should notify their supervisor and 

stay home. 
• Sick employees should follow CDC-recommended steps. Employees should not return to work until the criteria 

to discontinue home isolation are met, in consultation with healthcare providers and state and local health 
departments. 

• Employees who are well but who have a sick family member at home with COVID-19 should notify their 
supervisor and follow CDC recommended precautions. 

• If an employee is confirmed to have COVID-19 infection, fellow employees will be notified of their possible 
exposure to COVID-19 in the workplace.  Confidentiality will be maintained as required by the Americans with 
Disabilities Act. Fellow employees should then self-monitor for symptoms (i.e., fever, cough, or shortness of 
breath). 

• Employees should not return to work until the criteria to end home isolation is met as instructed in consultation 
with healthcare providers and state and local health departments. 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
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Criteria to Discontinue Home Isolation 

• If a test will not be administered to determine if you are still contagious, children and staff can return to TLC 
DEVELOPMENT CENTERS after these three things have happened:  

o No fever for at least 72 hours (that is three full days of no fever without the use medicine that reduces 
fevers) 
AND 

o other symptoms have improved (for example, when cough or shortness of breath have improved) 
AND 

o at least 14 days have passed since symptoms first appeared 
• If a test is administered, children or staff can return to TLC DEVELOPMENT CENTERS after these three things 

have happened:  
o No fever (without the use medicine that reduces fevers) 

AND 
o other symptoms have improved (for example, when cough or shortness of breath have improved) 

AND 
o Received two negative tests in a row, 24 hours apart.  

Facility Safety Measures 
 

Key Hygiene Practices 
• Wash your hands often with soap and water for at least 20 seconds.  
• Use hand sanitizer that contains at least 60 percent alcohol (or EPA Approved). 
• Avoid touching your eyes, nose and mouth. 
• Wear cloth face coverings. 
• Cover your cough or sneeze with a tissue, throw the tissue in the trash, and wash hands thoroughly.  If tissues 

are not available, cough or sneeze into your elbow.    
 
Arrival of Children 

• Stagger arrival and drop off times.   
• The same parent or designated person should drop off and pick up the child every day 
• If possible, older people such as grandparents or those with serious underlying medical conditions should not 

pick up children, because they are more at risk for severe illness from COVID-19 
• Parents should call the center upon arrival to be met at the door by the intake person.  
• Parents and children will be temperature checked upon arrival. Children will not be allowed to stay if either the 

parent or child exhibits any of the following:  

o Fever over 100.1 (37.83C) 
o New cough of any kind 
o Shortness of breath 

• Children should arrive with face coverings (2 is recommended) to be worn throughout the day.  This applies to 
all children age 3 and older. 

• Children will be escorted to their classroom by the intake person after washing their hands or using hand 
sanitizer. 

• Examples of screening methods are available here. 
 

https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/high-risk-complications.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-childcare.html#SocialDistancing
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Arrival of Employees  
• All employees are to be temperature checked before they may clock in for their shift. 
• All employees must wear a face covering when children are present in the classroom, excluding mealtimes.  The 

face covering must cover the nose and mouth to qualify as ‘wearing’. 
• Cooks and maintenance personnel must wear a face covering at all times while on center property when 

children are in the facility.    
• Employees are to clock in as normal – using hand sanitizer before handling the time clock  
• Employees are to report directly to their assigned workspace and may not ‘wander the building’ during their 

shift. 

Departure of children 
• Upon arrival, parents are asked to call the center. 
• Designated departure staff member will get the child and the child’s belongings from the classroom.   

o Teachers are to have children wash their hands before leaving the classroom.  
o Teachers are to ensure that each child’s belongings are sent home each day.   
o Face coverings that the child has worn must be handled with gloves and placed in the laundry or sent 

home with the child if there is no laundry on site. 
• Children will be brought outside the door to greet parents. 
• Be sure to communicate any special circumstances with parents as needed. 

Departure of Employees  
• Ensure that all trash is taken to the dumpster and your classroom is properly shut down prior to leaving for the 

day. 
• Closing staff will take turns for ‘laundry duty’. 
• A change of clothes is recommended each day.   

o Teachers should change out of the clothing they wore during their shift PRIOR to leaving for the day. 
o Soiled clothing and face covering should be put into the laundry.   
o Masks should be washed in hot water with Oxi Clean on sanitize cycle if the washer has one 

• Wash hands immediately after handling laundry 

Cleaning and Sanitizing 

• High touch surfaces are to be cleaned and sanitized no less than 5 times per day.  This can be done more often if 
needed.  High touch surfaces are doorknobs, light switches, countertops, faucet handles, etc. 

• Toys that cannot be cleaned and sanitized are to be removed from all classrooms.  These include things such as 
stuffed animals, pillows, cloth dolls, etc. 

• Toys that children have placed in their mouths or that are otherwise contaminated by body secretions or 
excretions should be set aside until they are cleaned by a person wearing gloves. Clean with water and 
detergent, rinse, sanitize with an EPA-registered disinfectant, rinse again, and air-dry. You may also clean in a 
mechanical dishwasher.  

• All children’s face coverings, blankets and extra clothes are to stay at the center to reduce the transmission of 
Covid-19 from home to school.  These must be laundered daily.  If there is no laundry on site, children’s soiled 
blankets, clothing and face coverings must be sent home daily in a sealed bag for the parents to launder and 
return. 

• Set aside toys that need to be cleaned. Place in a separate container marked for “soiled toys.” These are to be 
cleaned and sanitized before being placed back in use.  Rotate toys through cleanings. 

• Be mindful of items more likely to be placed in a child’s mouth, like play food, dishes, and utensils. 



6 
 

• Children’s books, like other paper-based materials such as mail or envelopes, are not considered a high risk for 
transmission and do not need additional cleaning or disinfection procedures. 

• Using gloves all day everyday could instill a false sense of security.  Therefore, gloved hands will be reserve for 
the following times  

 Universal Precautions  
 Diaper changing  
 Nose blowing  
 Handling soiled items 
 Garbage removal  
 Food service gloves are to be used for food service as usual 

Diapering, Feeding, or Holding a Child 

It is important to comfort crying, sad, and/or anxious infants and toddlers, and they often need to be held. To the extent 
possible when diapering, feeding, or holding very young children:   

• Wear an over-sized button-down, long sleeved shirt and wear long hair up off the collar in a ponytail or other 
updo. 

• Wash your hands, neck, and anywhere touched by a child’s secretions. 
• Change the child’s clothes if secretions are on the child’s clothes. Change your button-down shirt, if there are 

secretions on it, and wash your hands again. 
• Contaminated clothes should be placed in a plastic bag or washed in a washing machine. 
• Infants, toddlers, and staff should have multiple changes of clothes on hand in the center. 
• Teachers should wash their hands before and after handling infant bottles prepared at home or prepared in the 

center. Bottles, bottle caps, nipples, and other equipment used for bottle-feeding should be thoroughly cleaned 
after each use by washing in a dishwasher or by washing with a bottlebrush, soap, and water. 

Group Size 
Group size during the Covid-19 Pandemic is to limit no more than 10 people per group.  Large classrooms may be divided 
into sections as long as you can assure that groups will not co-mingle and that the sections can be cleaned and sanitized 
prior to transitioning groups between them.   

• At nap time, ensure that children’s cots (or cribs) are spaced out as much as possible, ideally 6 feet apart. If the 
full 6 feet is not possible, ensure that children are placed head to toe at nap time.  This will reduce the potential 
for viral spread. 

Hand Washing  
Handwashing posters should be posted at every hand washing sink within the center.  All children and staff should 
engage in hand hygiene at the following times 

• Arrival at the center 
• Before and after preparing food or drinks 
• Before and after eating or handling food, or feeding children 
• Before and after administering medication or medical ointment 
• Before and after diapering 
• After using the toilet or helping a child use the bathroom 
• After coming in contact with bodily fluid 
• After handling animals or cleaning up animal waste 
• After playing outdoors or in sand 
• After handling garbage 
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• After blowing one’s nose, coughing, or sneezing 
• After using the restroom 
• Before coming in contact with any child  
• After touching or cleaning surfaces that may be contaminated 
• After using shared equipment like toys, computer keyboards, mouse, scissors, pens. etc 
• All staff and children must adhere to regular hand washing with soap and water for at least 20 seconds  

o Turn water on and wet hands, remove from water 
o Add soap to hands and create friction to make bubbles  
o Scrub for 20 seconds, sing Happy Birthday or ABC’s 
o Rinse hands under running water 
o Dry hands with single use paper towels  
o Turn off faucet with paper towels  

Hand Sanitizers 
Use of an alcohol based hand sanitizer should only be practiced when soap and water method is not available.  Children 
must be supervised when they use hand sanitizer to prevent ingestion. 

Communication Plan  
• Regular communication will continue through phone, email, Kids Reports, and our Facebook Pages.    
• Ensure that all contact information for families and employees in ProCare is accurate and current. 

 

Scheduling Plan  

It is important to adhere to schedules as strictly as possible during the health crisis.  Children are to be assigned 
to a group for the entire week.  Teachers are to be assigned to only one group of children for the entire week.  Each 
group is to be assigned to only one classroom for the entire week.  Groups should not mix or combine in any way.   

• Center directors/administrators will prepare a weekly schedule in advance for each week of operations 
during the health crisis.  This schedule should clearly define the following: 

o names and ages of each group of children for the week 
o teacher(s) assigned to each group 
o classroom assigned to each group 
o teacher’s work schedule 
o children’s schedules  

• Center administrators will monitor and respond to absenteeism. 
o If a child is scheduled for the day, but not present, parents must be contacted and the reason 

for the absence must be documented on the current schedule.   
o Scheduled children and staff will be compared to actual attendance by upper management to 

assist in monitoring absenteeism.  

Teacher Retention Plan 
Employees (or any employee who lives with someone) with underlying health conditions or in any at risk 
category will NOT be required to work in the facilities during the health crisis. 
 
TLC Development Centers had originally planned to pay staff as close to their normal hours as possible 
through April 15, 2020.  Due to the extended funding provided by CYFD, we were able to extend that paid time  
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through May 31, 2020.  Unfortunately, that can not be extended any further.   
 
Effective June 1, 2020, if you or someone you live with have any health conditions in the CDC’s ‘High Risk’ 
Category for COVID-19, you may choose to be voluntarily laid off.   

• TLC Development Centers will not require documentation of this risk.   
• This is NOT a termination of employment. 
• When the situation changes, you may return to work and retain your original hire date/seniority   

o You must maintain licensing standards while on leave to qualify 
• For those enrolled in college courses, TLC Development Centers will pay for one additional college 

course for the Fall 2020 semester whether you are still on leave or not.  After the Fall 2020 semester, 
no further student financial aid will occur if you have not returned to your position (for Spring 2021 
semester). 

• It will be your responsibility to file for unemployment – TLC Development Centers will provide any 
documentation required by Workforce Solutions. 

As we ‘reopen’, the hours of operation may fluctuate depending on the needs of our families.  Working hours 
cannot be guaranteed.  Some weeks, you may be working very little – some weeks more.  We will do our best 
to ensure that those who WANT to work have the opportunity to work.  Hours will be distributed as fairly as 
possible.   Also, effective June 1, 2020, employees will return to being paid for actual on-site hours worked 
only.  Due to the uncertainty of our long-term financial viability, no Paid Time Off that is accrued will be paid 
out until after October 1, 2020. 
 
We greatly appreciate your understanding and flexibility during this difficult time.  We will get through this 
together! 
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